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Section 3
Proposal Application Instructions

General instructions for completing applications:

Proposal Applications shall be submitted to the state purchasing agency using the prescribed
Jformat outlined in this section.

The numerical outline for the application, the titles/subtitles, and the applicant organization
and RFP identification information on the top right hand corner of each page should be
retained. The instructions for each section however may be omitted.

Page numbering of the Proposal Application should be consecutive, beginning with page one
and continuing through for each section. See sample table of Contents

Proposals may be submitted in a three ring binder (Optional).

Tabbing of sections (Recommended).

Applicants must also include a Table of Contents with the Proposal Application. A sample
Jormat is reflected in Section 5, Attachment B of this RFP.

A written response is required for each item unless indicated otherwise. Failure to answer
any of the items will impact upon an applicant’s score.

Applicants are strongly encouraged to review evaluation criteria in Section 4, Proposal
Evaluation when completing the proposal.

This form (SPO-H-2004) is available on the SPO website (for the website address see the
Proposal Application Checklist in Section 5, Attachments). However, the form will not
include items specific to each RFP. If using the website form, the applicant must include all
items listed in this section.

The Proposal Application comprises the following sections:

-

Proposal Application Identification Form
Table of Contents

Program Overview

Experience and Capability

Project Organization and Staffing
Service Delivery

Financial

Other

Program Overview

Applicant shall give a brief overview to orient evaluators as to the program/services
being offered.

Proposal Application Instructions (Rev. 9/04)
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Experience and Capability
A. Necessary Skills

The applicant shall demonstrate that it has the necessary skills, abilities, and
knowledge relating to the delivery of the proposed services.

B. Experience

The applicant shall provide a description of projects/contracts pertinent to the
proposed services. Applicant shall include points of contact, addresses, e-
mail/phone numbers. The State reserves the right to contact references to
verify experience.

C. Quality Assurance and Evaluation

The applicant shall describe its own plans for quality assurance and evaluation
for the proposed services, including methodology.

D. Coordination of Services

The applicant shall demonstrate the capability to coordinate services with
other agencies and resources in the community to avoid duplication of
services.

E. Facilities

Not Applicable

Project Organization and Staffing
A, Staffing
1. Proposed Staffing

The applicant shall describe the proposed staffing pattern, client/staff ratio
and proposed caseload capacity appropriate for the viability of the
services. (Refer to the personnel requirements in the Service
Specifications, as applicable.)

2. Staff Qualifications
The applicant shall provide the minimum qualifications (including

~experience) for staff assigned to the program. (Refer to the qualifications
in the Service Specifications, as applicable)

Proposal Application Instructions (Rev. 9/04)




Iv.

RFP #CA-2518

B. Project Organization
1. Supervision and Training

The applicant shall describe its ability to supervise, train and provide
administrative direction relative to the delivery of the proposed services.

2. Organization Chart

The applicant shall reflect the position of each staff and line of
responsibility/supervision. (Include position title, name and full time
equivalency) Both the “Organization-wide” and “Program” organization
charts shall be attached to the Proposal Application.

Service Delivery

Applicant shall include a detailed discussion of the applicant’s approach to applicable
service activities and management requirements from Section 2, Item III. - Scope of
Work, including (if indicated) a work plan of all service activities and tasks to be
completed, related work assignments/responsibilities and timelines/schedules. The
applicant will have to develop the standard outcomes reporting format required in
Section 2, Item III in cooperation with the State based on State technical assistance.

Financial
A. Pricing Structure

Applicant shall submit a cost proposal utilizing the pricing structure
designated by the state purchasing agency. The cost proposal shall be
attached to the Proposal Application.

All budget forms, instructions and samples are located on the SPO website
(see the Proposal Application Checklist in Section 5 for website address). The
following budget form(s) shall be submitted with the Proposal Application:

1. Forms SPO-H- 205.

B. Other Financial Related Materials

1. Accounting System
In order to determine the adequacy of the applicant’s accounting system as

described under the administrative rules, the following documents are
requested as part of the Proposal Application (may be attached):

Proposal Application Instructions (Rev. 9/04)
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Other

A.

Litigation

The applicant shall disclose any pending litigation to which they are a party,
including the disclosure of any outstanding judgment. If applicable, please
explain.

Proposal Application Instructions (Rev. 9/04) ‘
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Section 4
Proposal Evaluation

Introduction

The evaluation of proposals received in response to the RFP will be conducted
comprehensively, fairly and impartially. Structural, quantitative scoring
techniques will be utilized to maximize the objectivity of the evaluation.

Evaluation Process

The procurement officer or an evaluation committee of designated reviewers
selected by the head of the state purchasing agency or procurement officer shall
review and evaluate proposals. When an evaluation committee is utilized, the
committee will be comprised of individuals with experience in, knowledge of,
and program responsibility for program service and financing.

The evaluation will be conducted in three phases as follows:

e Phase 1 - Evaluation of Proposal Requirements
e Phase 2 - Evaluation of Proposal Application
e Phase 3 - Recommendation for Award

Evaluation Categories and Thresholds

Evaluation Categories Possible Points

Administrative Requirements

Proposal Application 100 Points
Program Overview 0 points

Experience and Capability 20 points

Project Organization and Staffing 15 points

Service Delivery 55 points

Financial 10 Points

TOTAL POSSIBLE POINTS 100 Points

Proposal Evaluation (Rev 9/04)
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Evaluation Criteria

A.

Phase 1 - Evaluation of Proposal Requirements

1. Administrative Requirements

2. Proposal Application Requirements

Proposal Application Identification Form (Form SPO-H-200)
Table of Contents

Program Overview

Experience and Capability

Project Organization and Staffing

Service Delivery

Financial (All required forms and documents)

Program Specific Requirements (as applicable)

e & @ o o o o o

Phase 2 - Evaluation of Proposal Application
(100 Points)

Program Overview: No points are assigned to Program Overview. The
intent is to give the applicant an opportunity orient evaluators as to the
service(s) being offered.

1. FExperience and Capability (20 Points)

The State will evaluate the applicant’s experience and capability
relevant to the proposal contract, which shall include:

A. Necessary Skills
e Demonstrated skills, abilities, and knowledge
relating to the delivery of the proposed
services.

B. Experience
¢ Community-based service activities operated
during after-school hours, weekends, school
intercession, and holidays.
e Program strategies incorporating a youth
development approach. The program should
contribute to the development of the

Proposal Evaluation (Rev 9/04)
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competencies of youth in the following areas:
physical health; personal and social well being;
knowledge, reasoning and creativity; vocational
preparation; and citizenship.

e Services and activities that involve aspects of
effective youth programs including: a holistic
and coordinated approach, cultural awareness
and identity, youth involvement,
developmentally appropriate programming,
gender appropriate programming, family
involvement, and a caring adult relationship.

e The core services of community-based outreach,
case management, and positive alternative
activities. The applicants should currently be
providing the three core services within the
context of an existing DHS-type program within
the State.

C. Quality Assurance and Evaluation
e Sufficiency of quality assurance and
evaluation plans for the proposed services,
including methodology.

D. Coordination of Services
e Demonstrated capability to coordinate
services with other agencies and resources in
the community.

E. Facilities
e NA

Proposal Evaluation (Rev 9/04)
4-3



RFP #CA-2518

Project Organization and Staffing (15 Points)

The State will evaluate the applicant’s overall staffing approach to the
service that shall include:

A. Staffing

e Proposed Staffing: That the proposed staffing
pattern, client/staff ratio, and proposed caseload
capacity is reasonable to insure viability of the
services.

e  Staff Qualifications: Minimum qualifications
(including experience) for staff assigned to the
program.

B. Project Organization

e  Supervision and Training: Demonstrated ability
to supervise, train and provide administrative
direction to staff relative to the delivery of the
proposed services.

e Organization Chart: Approach and rationale for
the structure, functions, and staffing of the
proposed organization for the overall service
activity and tasks.

Service Delivery (55 Points)

Evaluation criteria for this section will assess the applicant’s approach
to the service activities and management requirements outlined in the
Proposal Application.

The evaluation criteria may also include an assessment of the logic of
the work plan for the major service activities and tasks to be completed,
including clarity in work assignments and responsibilities, and the
realism of the timelines and schedules, as applicable.

e Proposed trainers to be used in training Staff personnel

e Proposed Outcomes Framework and Performance
Criteria

e Proposed process that will enable the applicant to identify
teen alcohol and drug prevention program

Proposal Evaluation (Rev 9/04)
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models/curriculum that are research-based and that would
be effective in addressing the needs of youth and families
within its community.

e Proposed plans to train current agency to provide teen
alcohol and drug prevention and family strengthening
services.

e Proposed plans for incorporation of the teen alcohol and
drug prevention and family strengthening services into
the current range of programs offered by the DHS.

e Proposed means and process for identifying youth and
families for services. ‘

e Proposed process to pilot and implement the teen alcohol
and drug prevention and family strengthening services.

e Proposed means by which the agency will assess the
impact of the services.

e Proposed method by which the agency will make
necessary design changes to refine programs to ensure
that the needs of youth and families are effectively
addressed.

Financial (10 Points)

o Adequacy of accounting system.

e  Whether the program is receiving other federal funds. Receipt of
other federal funds would be rated low, receipt of no other federal funds
would be rated high.

Phase 3 - Recommendation for Award

Each notice of award shall contain a statement of findings and decision
for the award or non-award of the contract to each applicant.

Proposal Evaluation (Rev 9/04)
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Section 5

Attachments

A.  Proposal Application Checklist

B.  Sample Table of Contents
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Applicant:

Proposal Application Checklist

RFP No.: CA-2518

The applicant’s proposal must contain the following components in the order shown below. This checklist must be
signed, dated and returned to the state purchasing agency as part of the Proposal Application. *SPO-H forms are located
on the web at http://www.spo.hawaii.gov Click Procurement of Health and Human Services and For Private Providers.*

Required by | Completed
Format/Instructions Purchasing by
Item Reference in RFP Provided Agency Applicant
General:
Proposal Application Identification | Section 1, RFP SPO Website* X
Form (SPO-H-200)
Proposal Application Checklist Section 1, RFP Attachment A X
Table of Contents Section 5, RFP Section 5, RFP X
Proposal Application Section 3, RFP SPO Website* X
(SPO-H-200A)
Registration Form Section 1, RFP SPO Website* (Required if
(SPO-H-100A) not
Registered)

Tax Clearance Certificate Section 1, RFP Dept. of Taxation X
(Form A-6) Website (Link on SPO

website)*
Cost Proposal (Budget) X
SPO-H-205 Section 3, RFP SPO Website* X
SPO-H-205A Section 3, RFP SPO Website*

Special Instructions is

applicable, Section 5
SPO-H-205B Section 3, RFP, SPO Website*

Special Instructions,

Section 5
SPO-H-206A Section 3, RFP SPO Website*
SPO-H-206B Section 3, RFP SPO Website*
SPO-H-206C Section 3, RFP SPO Website*
SPO-H-206D Section 3, RFP SPO Website*
SPO-H-206E Section 3, RFP SPO Website*
SPO-H-206F Section 3, RFP SPO Website*
SPO-H-206G Section 3, RFP SPO Website*
SPO-H-206H Section 3, RFP SPO Website*
SPO-H-2061 Section 3, RFP SPO Website*
SPO-H-206J Section 3, RFP SPO Website*
Certifications:

Federal Certifications

Section 5, RFP

Debarment & Suspension

Section 5, RFP

Drug Free Workplace

Section 5, RFP

Lobbying

Section 5, RFP

Program Fraud Civil Remedies Act

Section 5, RFP

Environmental Tobacco Smoke

Section 5, RFP

Program Specific Requirements:

Authorized Signature

Date

SPO-H (Rev. 9/04)
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Organization:

RFP No:
Proposal Application
Table of Contents

Program Overview cesssesestsssnnssssssssssnssssansesannes 1
Experience and Capability 1
A. NecesSary SKIlLS ...viceverieriierrerrieneeneeieetene ettt seees 2
B EXPETIEICE. ...cevvieieuieeieeieette ettt s s e st st see e s ssr e et e e sessne e 4
C. Quality Assurance and Evaluation...........cceceeeeevieieiiieneesieeiiesieeenneans 5
D Coordination Of SErVICES.......cccvieveeerierieneriereeceee et 6
E FaCTHTIES 1. erveeueeirenietestereete ettt st sbe b srn e seesreanas 6
Project Organization and Staffing .. . 7
A. STALTIIZ . ..ot ettt 7

1. Proposed Staffing........cccoceeveenenecineninireneneeereeee e 7

2. Staff Qualifications ........ccoceeeeverecie et 9
B. Project Organization ..........ccecceveeveereeneesenienceenecreeseeseeereeeeneseneneas 10

1. Supervision and Training........cccceeeeveeveecereneneceesrcrseennenn 10

2. Organization Chart (Program & Organization-wide)

(See Attachments for Organization Charts)

Service DeliVery...cucciecesercssesercssnnesssssrcsssnsessonscssssosssssesssssossassssssssssassresse 12
Financial......ccceeeeeiiniscnrinnee reveeseessesaene 20
See Attachments for Cost Proposal
Litigation............. 20
Attachments

A. Cost Proposal
SPO-H-205 Proposal Budget

B. Other Financial Related Materials
Financial Audit for fiscal year ended June 30, 2004
C. Organization Chart
Program
Organization-wide
D. Performance and Output Measurement Tables
Table A
Table B
Table C
E. Program Specific Requirements

Sample Table of Contents for Proposals Submitted in Response to an RFP-SPO-H (Rev. 9/04)
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